L ma Procurement

Supplier Registration

Luma Role: Supplier

Reason: Suppliers must be registered in the Supplier Portal before they can respond to
Sourcing Events.

1. Access the Supplier Portal via the
State of Idaho Controller’s Office Sc
website at sco.idaho.gov

CONTROLLER'S OFFICE

2. Click the menu icon beside Supplier = Ssupplier Portal
Portal to access menu.

Quick Links

@ Sign In

E Register as a Supplier

3. Click the Register button.

Signin Register

Supplier Portal
Home

T Events
Links And Instructions

Contact Us

Forgot User Name

Register As A Supplier
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4. The Supplier Registration form will
open to the Registration page.

5. Complete the following required fields
on the Registration page:

Note: Minimum password length is fourteen

User Name (No spaces)
Password

Confirm Password

First Name (ALL CAPS)
Last Name (ALL CAPS)
Main Country Code
Main Phone Number
Email Address
Company Name

(14) characters and must include at least

one (1) UPPERCASE character and one (1)
base 10 number (0-9). Passwords cannot
contain four (4) consecutive characters, five
(5) consecutive characters from username,

or be the same as the previous 24
passwords.

mao

Supplier Registration

(O Registration Reg| stration
(O Commodity Codes .
Enter your company i
(O Certifications User Name
(O Proxy Notifications |
Title
() Status |
Registration
Enter your company information here.
User Nai Pa i
Confirm Password
Title FirstName *
Last N:
Main Country Cod Main F mber * Exten:
[ 1 |
Mobile try Cod Phone Numb
() sms Enabled
Fax Ph e N t tensi
Email Address * Company b
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6. Scroll down and complete the following
required fields:
e TaxID Type
e Tax ID (Enter alpha or numeric
characters only)
e Attach Tax Certification (W9 or
equivalent)
e Country

Note: Use the magnifying glass in the Tax
ID Type and Country fields to access drop-
down menus.

7. Once Country is entered, complete the
following required fields in the Mailing
Address section:

Street Address (ALL CAPS)

City (ALL CAPS)

State/Province (ALL CAPS)

Zip Code

8. Check the Check If Remit To Address
Is The Same As Mailing Address box
if the Mailing Address and Remit to
address are the same.

Note: Skip to step 11.

9. If the Remit to information is different

from the Mailing Address, click the
magnifying glass in the Country field
and select your country.

mao

Tax ID Type * TaxID**
I =] | |
Attach Tax certification

[ B

Mailing Address

Country ™

Mailing Address

Street Address *

City *

County/District

State/Province *

I r:‘\: I

Zip Code *

United States of America [_] Change

heck If Remit To Address Is The Same As Mailing Address

Company Information

Remit to information

Country *
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10.Complete the following required fields in
the Remit to information section:

e Street Address (ALL CAPS)
e City (ALL CAPS)

e State/Province (ALL CAPS)
e Zip Code

11.Review all entered information for
correctness.

12.Check the box beside Accept Terms
and Conditions as Shown Below.

13.Click the Next button in the top right
corner of the page.

Note: The Diversity Codes page will
appear.

14.1f you receive this message STOP!
Select Contact Us from the side menu
and contact the Supplier Portal
Administrator.

Note: If you do not receive this error,
continue to step 15.

mao

Remit to information

Street Address *

City *
I I

County/District

State/Province *

Zip Code *

I

*
Accept Terms and Conditions as Shown Below

Terms and Conditions

Previous Next

Tax 1D Type *

| Qs

® Another supplier has already registered with
this tax id.

Mailing Address

Country *

Events With Plan Holders List

Links And Instructions

Contact Us

Forgot User Name

Register As A Supplier
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15.Click Create (Optional) to add Diversity
Codes.

Attachment

Note: If no Diversity Code is needed,
skip to step 17.

16.Use the magnifying glass in the

Diversity Code field on the Diversity Diversity Code

Code pop-up window to access the Diversity Code *
drop-down menu. Select the appropriate
code.

17.Click Submit.

Note: Repeat steps 14 - 16 to add
more codes.

18.Click the Next button in the top right Previous
corner of the page.

Note: The Commodity Codes page will
appear.

19. Enter a keyword in the Commodity
Search field on the Commodity Codes [& oo ]
page and press Enter. -

Note: Available Commodity Codes
matching your search will open.

20. Check the box on the line(s) of the polmlecamnodtycose _ Awe .

appropriate Commodity Code(s) and |§|
click the Add button. E 0% n mm
- -

Note: Repeat steps 18 and 19 to add
more applicable commodity codes.

21. Click the Next button in the top right Previous
corner.

Note: The Proxy Notifications page will
appear.
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22. Click the Create button (Optional) on
the Proxy Notifications page to add tJ Create
proxy contacts.

Address Reci

Note: Contacts will be notified of
updates but cannot take action on
events and do not have a separate user
name and password.

Note: If you do not wish to add a proxy
contact, skip to step 26.

23. Complete the following required fields
on the Proxy Notifications page:

e First Name

e Last Name

e Email Address

¢ Receive Notifications (Yes/No)
24.Click Save.

{7 Create 1 Delete

25. Click the Next button in the top right Previous
corner of the page.

26. Supplier registration is complete, and a Status
Supplier Number is assigned.

) ) . . Supplier Number Is
Note: Supplier registration will now go 30588

through the state’s validation process.
An email will be sent when the
validation process is complete.

Registration status: Complete

Result
Supplier registration is complete. The Supplier can click the My Account button to enter
additional information or begin using the Supplier Portal.

Date (05/01/23)
Version 2
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